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OFFICE OFTHE SECRETARY OF S A T E  

DEPARTMENT OF ARCHIVES AN0 HISTORI 
RECORDS MANAGEMEW DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

1 June 11, 1976 
Amliarion Numtmr 

DHR-69 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Mpnagement Division, 330 Capitol Avenue, Atlanta. Georgia, 30334. I Attention: Schedulina Section. 

Division o f  Mental H e a l t h  & Mental  R e t a r d .  
.Mental  R e t a r d a t i o n  Section 76 
47 T r i n i t y  Avenue ,  Rm. 542-H Dsn 13emw.d Osta Camplewd 

A t l a n t a ,  Ga. - 9 1978 IAUG t 0 1976 

- 
FOR AGENCY Usc 1. Agency Address FOR RECORMMANAGEMENT USE 

Awllation h e  Department  of Human R e s o u r c e s  Awiicauon Numbar 

4. Dams of Series 
Earliest Latest 

5. Records Serbs T i e  (followed by tide used in offiw: if different) 

1973 I Present Mental  R e t a r d a t i o n  Group Home F i s c a l  F i l e s  
6. DiWan ad mica Function What is the function Of th6 Division and the Office in which th is  record series IS created? _.._ 

The Division o f  Mental  H e a l t h  & Mental  R e t a r d a t i o n  a d m i n i s t e r s  the m e n t a l  h e a l t h ,  mental 
r e t a r d a t i o n  and other deve lopmen ta l  d i s a b i l i t i e s ,  d r u g  a b u s e ,  a l c o h o l i s m ,  and t r a i n i n g  and 
r e s e a r c h  programs.  T h i s  Division i s  a l s o  concerned w i t h  community men ta l  h e a l t h ,  and the 
a d m i n i s t r a t i o n  o f  the S t a t e  men ta l  h o s p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers. 

T h e  Mental  R e t a r d a t i o n  Section i s  one o f  the programmat ic  sections o f  the Division of Mental  
Health and Mental R e t a r d a t i o n .  
( p r i m a r i l y  f o c u s i n g  on the mentaiJJretarded w i t h i n  the I Q r a n g e  o f  0-55)  a d m i n i s t e r e d  t h r o u g h  
a comprehens ive  s y s t e m  o f  i n s t i t u t i o n a l  and comniunity service programs.  
services a r e  p r o v i d e d  t h r o u g h  the f o l l o w i n g  ma jor  programs;  1) Day T r a i n i n g  and Work A c t i v i t y  
Programs, 2 )  Group Homes, 3) I n s t i t u t i o n a l  Services, 4 )  Fami ly  Care  Homes and 5 )  Foster 
Grandparent  Programs. 

T h e  Mental R e t a r d a t i o n  Section o f fers  s p e c i a l i z e d  services 

T h e  s p e c i a l i z e d  

- .  

9. Annual Ram of Accumulation 04 Reaxdr 
Lenwsin drawers 2; Legal-size drawers ; Shelves ; Other (waify) - - ._ 

( con t inued-Page  3 )  , 
f1waI 

File is arranged: c h r o n o l o g i c a l l y  by4 year;  thereuhder a l p h a b e t i c a l l y  b y  c o u n t y .  

h, Referma Rate How often are records referred to which are: 
; Thirteen to twenty-four months old 10 ; Seven to W l v e  months old 10 One to six months OM 

twenw-five m t h s  and older 1 ? .  
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11. Romntlon Raqulrements The following requim the series to be kept: 

a.  tad^ VWS d. Audit period - years. 
b. Stan,  of limitation years. e. Administrative need 5 y a a r s .  

years. c Federallaw W S .  f. Federal ratention i n m u d m  

Attach wpy or excart of lava IX regulations. Explain administrative need. 

3 

12 CFR 54.308, 54.309 R e t e n t i o n  Per iod :  3 y e a r s  f r o m  d a t e  of s u b m i s s i o n  o f  annual  or 
' ina l  report (or i n  the c a s e  of nonexpendable  p r o p e r t y ,  3 y e a r s  a f t e r  f i n a l  d i s p o s i t i o n  of 
:uch p r o p e r t y ) .  or i f  Federal  a u d i t  not comple ted  a t  end of 3 y e a r s ,  un t i l  r e s o l u t i o n  of a1 
i u d i t  q u e s t i o n s .  

12 Approved Olrposition Instructions 
- 

This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Yew: a Fiscal Year: 0 Other 

- 
then, 

a Hold in the cwrent filar area month(rJ 2 yeads); then 
0 Transfw to local holding area; hold 
0 Transfer to Stau Remrds Center; hold 3 year(sJ; then 
0 Destroy. 
0 transfer to sutr Archives for permanent mention. 
0 othr 

vear(s): then 

Thes~ instructions apply to all prior and future accumulations of the series. 

lecommendations in para- 
riph 12 ara approved. 
If disappmvod, attach l.mw 

. .  
Dare 



Depar tment  of Human R e s o u r c e s  
Division of Mental Heal th  & Mental  R e t a r d a t i o n  
Mental  R e t a r d a t i o n  S e c t i o n  
47 T r i n i t y  Avenue ,  Rm. 542-H 
A t l a n t a ,  Georg ia  

#7 c o n t i n u e d  

7 .  R e n t a l  Agreement  
8.  and S i m i l a r  and r e l a t e d  documents  
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